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Online learning is now part of our everyday school life. Prior
to lockdown, as a Microsoft Showcase School we had already
begun the journey of using technology to support learning in
an innovative way, but now more than ever, we see the 
 valuable long-term benefits of using digital tools to support
learning, both at home, and in the classroom.  

We are keen to support families during the challenge of
home learning whilst also enabling our pupils to become
confident, digital learners for the future.  
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Why Teams?

 
St Mungo’s is proud to be a Microsoft Showcase

School 

It “glues” together other Microsoft
applications to make this work. It works
with Outlook, OneNote, OneDrive and the
rest of Microsoft’s suite of programs.  

It allows teachers and pupils to share
information, chat online, conduct video
conferences and work together remotely.

Using Teams also encourages our pupils
to be more digitally literate, “future
proofing” their plans for further education
or employment in the 21st century.

Many places of work, colleges and
universities are working with
Microsoft Teams or similar
products. 
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Guidance for a
Parent with a Pupil

working from home 

Supporting your
Child’s Learning 
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PROVIDE
WORK

 
 

upload booklets/handouts in
the files section of the TEAM.

upload pupil work in the
“assignment” section”.

send your child an
@mention notification on
TEAMS to alert them to the
work that has been set.

provide paper copies of
work if needed.

For practical subjects,
specific work may be set and
the pupil will continue with
the course when they return
to school.

St Mungo’s teachers will.. 
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SUPPORT
LEARNING 

 
 

ask your child to join a live
lesson through a TEAMS
meeting.

provide video(s) that explain
new course content or tasks.

provide a PowerPoint with a
voice-over that explain new
course content or tasks.

post messages and discussion
points in the “conversation”
section for your child to
respond to.

have a one-to-one
conversation on TEAMS
MEETING (audio or video)
during the lesson or at a time
that suits the teacher.

 
Check pupil posts and their own
glow email to respond to questions
that a pupil may have.

 The teacher will also use some
of the following:

St Mungo’s teachers will.. 
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be online to answer
pupil queries in the
TEAM.

have a conversation (as
above). This could be
during the timetabled
lesson or at a time that
suits the teacher.

send your child an email
your child’s GLOW email
account with specific
support/guidance.

 
Write comments or leave an
audio message on work
submitted on the
“assignments” page.

The teacher will also use
some of the following if
your child is struggling:

PROVIDE
FEEDBACK

St Mungo’s teachers will.. 
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Each assignment will be evidence of your
learning and gives your teacher an
opportunity to provide feedback. 

You must ensure your work is attached.

If you are struggling to meet deadlines,
get in touch with your teacher in advance to
let them know. 

Assignments
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Video Guide on Submitting Assignments 
via a PC 

Video Guide on Submitting Assignments via
a Smartphone
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https://youtu.be/fwKYTLaH9gM
https://youtu.be/fwKYTLaH9gM
https://youtu.be/fwKYTLaH9gM
https://youtu.be/fwKYTLaH9gM
https://youtu.be/oHCCa_mOWMQ


Some useful
digital learning

resources
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All St. Mungo’s High School Pupils benefit from free
access to all Microsoft educational software, Office
365 Pro Plus. Here’s a video showing you how. 

All they need is their Glow log in details which can be
provided or updated by any teacher in our school.  

Often this software is required when submitting
work to their class teacher.  

Office 365 Pro Plus allows all Glow users to
download the latest version of the Microsoft Office
Suite on to a total of 15 home machines and
personal devices.
 
 Glow users can download the Microsoft Office Suite
on up to five PCs or Macs, five tablets and five
phones.

How to download for free. 
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https://youtu.be/OUSfzAlLFck


 

  

On Word, Immersive reader
will read the text that you have
been typing.  

 It can read any text on a
PowerPoint slide. 

On Teams, hover over a
teacher’s comment and look for
...

On Forms, immersive reader will
read out questions and possible
answers to you.   

If you struggle
with reading, 

Immersive
Reader is a text-

to-speech tool
that allows text on
the screen to be

read out to you by
the computer.

 
Here’s a video

showing you how.
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https://www.youtube.com/watch?v=y8YRRuTvm94


 Dictate is available in Word, OneNote and PowerPoint. 

Press "dictate" and a microphone icon will appear. 

Press the microphone icon so that it turns red and start talking.  

 Press the microphone to stop.  

You can then amend any mistakes it may have picked up or
correct certain underlined words. 

      

Dictation lets you convert
speech-to-text.

 It’s a quick and easy way to
get your thoughts out and
make notes. 

Here’s a video showing you
how. 

Dictate
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https://www.youtube.com/watch?v=2zfnWTSObfc
https://www.youtube.com/watch?v=2zfnWTSObfc


Forms are regularly
being used by teachers
to issue
questionnaires and
quizzes to pupils.

In order to access
Forms, the teacher will
usually post a link onto
the Teams page. You
simply need to follow
the link.

Here’s a video showing
you how. 

When you complete a quiz,
you will only be allowed to
submit one response. If you
click on the link again it
should tell you that you have
already submitted previously. 

Once the teacher alerts you
that there is feedback
available, click on the link to
take you there. 

Forms
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https://www.youtube.com/watch?v=qPBbq15AjYs
https://www.youtube.com/watch?v=qPBbq15AjYs


Microsoft OneNote is a note-taking program.
Watch the video here. 

It can gather notes, drawings, screen clippings,
and audio

Notes can be shared with other OneNote
users over the Internet or a network.

Some teachers may ask pupils to store notes in
their One Note Class Notebook which only
the teacher and student has access to - sort of
like an electronic jotter.  

One Note
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https://www.youtube.com/watch?v=4IGQtA-_lds


 
• Ensure your microphone
is muted, only unmute if
asked to do so.

• Only class members
should take part. 

• If you need to ask/respond
to a question, use the
“Raise Hand”. 

• Ask a question in writing
using the chat function.

• For safeguarding, the
recording feature on Teams
is disabled. 

Joining
a Team
Meeting 

One of the easiest ways
is to select Calendar
on the left side of the
app to see your
meetings. Find the
meeting you want, and
then select Join.

Here’s a video showing
you how.  
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https://youtu.be/m9PyL9ViMnE
https://youtu.be/m9PyL9ViMnE


Digital Citizenship is the responsible
use of technology and an awareness
of the need for online etiquette.

When interacting within a shared
digital space, a 21st Century skill is the
ability to use the online space,
positively, responsibly and
respectfully.
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 The same expectations of our school motto, Ready, Respectful
and Safe, apply online as in the classroom.

 
 
 

If your teacher has delivered an online lesson, it is essential you
follow the teacher’s instructions, including the use of the mute

button, camera and chat function. 

For privacy and safeguarding, you must not record lessons or
take photographs of lessons. 

 

Just as you would not write anything inappropriate in your school
jotter, you should treat the Teams posts and comments with the
same respect. 

When interacting or chatting online, be polite as you would be
in person - if you wouldn’t say it to someone’s face, don’t say it
online either!

 
Don’t post or share (even privately) inappropriate material. 
 Nothing is truly private online. 
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If you are struggling, let your
teacher know.

 
Hover over the teacher's icon - either in the
posts they have sent or in the section on group
members. You should see their glow email
address in a small profile about them.

Use your glow email account to send them an
email to ask for help.

 Or, reply to the teacher’s posts to ask for help.
Click "reply" and then type your message. To
ensure they are alerted to your post, you can
tag the teacher using the "@" key e.g. @mrbond.

 

Support 
Ways to reach out.
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Head to our Wakelet
Page for a collection

of Teams Help
Videos  
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https://wke.lt/w/s/lws146


Useful Websites
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